" roRM MRRM 1 ( REOUEST FOR RECORDS RETENT | SCHEDULE : a%HEDULE 1 44

(9-1-83)

¢ To [ Submitted to the Records Managemen Jivision
Hall of Records

Commission Hall of Records Commission :%G! 1 v
1. Requesting Agency 2, Divisic>£ gr Bﬁ:au oféﬁ ’:qét.agsting Agency
- w{+a 7¢c &
@ rEemRTEnT OF EMPLOBENT BECURITY DIVISION UME CQMPENS ATION
3. Authorization Requested (Check only one of the squares below).
B . C
Dispose of present accumulation. No Establish retention schedule for re- D Microfilm  and  destroy originals.
additional accumulation is antici- cords for which there is a continuing Originals if not microfilmed would be
pated. Records have ceased to have value accumulation, The records will cease to retained for the period of time indicated.
to warrant retention, have value to warrant their retention after
the period of time indicated.
4 5. Description of Records 6. Recommendation
It Describe records accurately. Include title, form number, size of documents, of Hall of Records
h}em work or activity to which the records relate, inclusive dates, and quantity and Board of Public
o. (cubic or linear feet). Show recommended retention period. Works.

1, |EMPLOYER FOLDER = (comc'rg" IE_ACCOUNTS) CJW M7

Quentityt 780 letter aize drgwera {1170 cublc feet)
Dotest 1936 = =

Fils Arrangement! alphebetical « mmerical

Anmugl Accwmilationt 36 drawers

Disposable Amount: 400 cublc feet (estimate)

This folder contalns all deta relative to the lability, employment,
tax reports, delinguancies, etc, of a reporting employer. Thess
recowds are basi~c to tho assessment and collection of the tax cone

‘ tribution to the Unamployment Compensation Fund. The following
Jmatsrial is contained in ths folder: ’

A |[Porm U0 1 « Report to Determine lLiability Under Marylend Unemploymsnt
- Compensation Law. This form &s the basio document in the file and
i& necessary as long a5 the reporting firm remains in business. It
shows the nems, eddress, and ommerg, partnors or corporate officers
of the company, type of businesss produst produced, traded in or
sarvice rerdered; number of employees and any sub-divisions of the
cozpany. It 1s signed by a responaible official of the company.

Whengver tho Department must make collestions through legal action _
in the Civil Courts, two documents in tha folder are necessary for ‘
futum roferencs ~ copdes of the Judgemeht and the Order of Satise .

action.

[RECOMUENDATION: RETAIN WHILE REPCRTLED COMPANY HMAINS ACTIVE AXD
FOR AR ADDITIONAL FOUR YEARS: THEN DESTROY,

7. Agency, Diyision or a
’

%;M')-J/VL/ g Z /558"

Signature 3 Title “Date
Schedule Authoniz i . y Hall of Disposal Authorized as Indicated in Col. 6 by Board of
.Records Commission. Public Works.
-

Archivist Date =X Secretary )

il e Y\/\A,M,;iw o 11 s (WP a
te




FORM HR-RM 1A ( (
A

—

SCHEDULE 9§ 5 A4

(9-1-53) RE~ EST FOR RECORDS RETENTION SCI  ULE No. rE
* Holl of Records (Continuation Sheet) PAGE
Commission NO. Lo
4. 5. Description of Records 6. Recommendation

Describe records accurately. Include title, form number, size of documents,

of Hall of Records

Qm work or activity to which the records relate, inclusive dates, and quantity and Board of Public
) (cubic or linear feet). Show recommended retention period. Works.,

B The material listed below comprises the bulk of the file. It is
largely quarterly and anmuel reports and statements which have no
value beyond the recommended retention period.
Form Fo,

o w.?,%i'&’\ W 15 Employers Contribution Retwrn (Tax Report)
&

¥ 18 Employment Report ggage Item) shows employee's name,
Social Seourity "ard wepes, The inforration §s
£81ed quarterly hy the employer.
™. 20 adjustment of differences {Betwoen UALS and UC 16).
UC 204 Dehit Memorendum
20 Interest Aspessmont
Ug 20R Credit Xemorandum
23 Statement of Delinguent Assessments
43 Enployers Status Detormination
UC 65 Flald Advisers Report
UC 60 Expoerience Rating Vork Sheot
UC 604 Expsrience Rating work Sheot
0C 61 Experiencss Rating Notice
UC 64 [Kotice of Benefit Payments Charped to Bmployers Experience
R&bi.ng Account..
U 65 Acknowledgement to employer of yecoipt of separation notice
{Form UC 207) with respect to a bensfit claim filed by the
separated employes. .
|
naterial is duplicated in the Collectable Accounts
Mile in the legal Division where it will be retained until the
socount is paid plus three years (Seo Item 15).

UC 33 Certificstion of Assessment {Iden)
e 411 .
ue

1+

g

Warning
87A lNotioe to Zmployer of Judgement
87B Final Kotice to Pay Judgement
Order to shor causs why employer should not be enjoined
£yon doing business
Writ of Fieri Fecies
Hotico of Recordation of Judgement

7/

f
Folders of employers whose accounts are uncollectsble arc placed in
8 separate files these are the subject of Item 2,

FECRERNDATION: RETAIN FOR FIVE YEARS A0 THEH DESTROY.

c c«::raspmdmee in the employers folder Aincludes letters of trans-
forn letters and naterial of ephame ture, ~1 v
o mittal, other & LB vl BY
RECOMMENDATION: RETAIE POR THRSE YEARS AND THER BESYROTJD O U 1C WUORES
Dat pPR 11 18235
T AN N . A
WMM




) FONM HR-RM 1A ’ . SCHEDULE
19-1-83) ‘ R‘ST FOR RECORDS RETENTION SCI.ULE NO. 144
¢ Hall of Records (Continuation Sheet) PAGE
Commission NO. 8,
4 5. Description of Records 6. Recommendation
y Describe records accurately. Include title, form number, size of documents, of Hall of Records
dem work or activity to which the records relate, inclusive dates, and quantity and Board of Public
°. {cubic or linear feet). Show recommended retention period. Works.
2. |EMPLOYERS POLDER — (UNCOLLECTABLE ACCOUNTS) |
Quantityt 6 drawers (9 cubic fest) Jfpeordo Commiocion
Datest 1938 ~ =
Fle ts alphabetical

3.

Arrangeman
Anmanl Accwmlation: £ cubde foot

Folders caontaining the records of employers owing taxes to the de-
are in this fils, The records are duplicated in the
Collectable Accounts File (See Item 15). .These aret

UC 33  Certification of Assesament Hade Under Maryland Compensa-
tion Law {(1ien) -

UC 23  Statemsnt of Pelinquent Assesamentes

41l Warning

87 A HNotice to Employer of Judgement
Subpoona « copy

Order to ahow teuse why employer should not be enjoined

from doing buainess.
Injunotion
Writoof Fleri Faclas
Pleld Advizer's Report
Ralease of lien ,
Order of Batiafaction-—
Correspondence .
 the taxes are the folder is yetumed to the reguler
file {Item 1, gbovs), The recormendation for this item applies to
hose accounts which the dopartment has not besn .sbls to ecllest,

RECOIRNDATIONs RETAIN FOR TAERTI-FIVE YSARB AND THER DESTROY.

Msm OF WAGES E_A.R!;@_ BY CM
Form Eo.t: UG E12
Bizes SH" x "
Quanti 185 cublo fest
Datess 196l = =

.3

Mle Arrangamentt Soolal Ssourity Nusder
Snnnal Acoumlationt 40 cubie foot {estimate
Indited byt State ‘ ,

Prepared in duplicate; originsl benefit claim is givea to clatmant,
duplicats retained in this file., Form shows employers for whon
cloimant worked, exployer muber, clainants name snd rmmber and

uages earned, Uzed in determining the employers experience rating
mmmmosmeQ‘M{

RECOMEEDATION: RETAIN POR FOUR YEZARS CR UNTIL mxm,wcm Y
IS LATER, ARD THEN DESTROY, .BOARD OF PUB

 Date ..ATT. 5

o

tD BY
JC WURERS .

- A s
: /)
-
.

0906908000 ¢08 o8 -

essesese’

Becretary




" FORM HR-RM 1A ' scHebuLE 4 44
Lo e ‘ R‘ST FOR RECORDS RETENTION SCI.ULE NoO.
""" Hall of Records (Continuation Sheet) PAGE
Commission NO. 4,
4 5. Description of Records 6. Recommendation
temn Describe records accurately, Include title, form number, size of documents, of Hall of Records
‘q ° work or activity to which the records relate, inclusive dates, and quantity and Board of Public
) (cubic or linear feet). Show recommended retention period. Works.
4. |MASTER CLATM CARD ' ) Hect 2
- e ] ¥ . 3 .
For Ho,s UC 217, UC 2174 snd VOO 217 Hocarde Commioe<er

Size: 33" x 95" (IBu) ’
Quantitys 120 trays (40 eubic fest) astives; 160 cublc fest in

Totals 200 cubdo fest
Datezt 1950 « =
Fils Arrangementt Soclal Security Muder
Annual Accumulationt 40 cuble Zest.
Meposable Amounts 80 cublc fest .

Prepared from original ¢leim card (U0 200) received from the local
office {after processing the U0 200 is roturnsd to the originating
office)., Shows cleimant's nsms, soclal security number, number of
|dependants, quarterly and amnual wages, monestary determination and
lossl office; used as a master control card &n central office to
provent duplicate clalm filing, Also used for the preparation of
tho History Card {UC alagsmﬁt Ascount Cexd {UC £19) and index
card, and for roferense in cases of disputed c¢ and in casas wherp -
the claiment has moved to another district or state.

‘ RECOMMERDATIONs RETAIN FOR THREE YSARS AND THER DESTROY,

8. | SEPARATION NOTICE w Kl 42
Forn Hoy: U0 207 and 207A Gmmiaaion

| Bimes 33" x 73"

" Quantitys 730 trays (248 cubic fest)
Datest 195}

File Arrangementi Employer Number
Anmaal Accummlations 75 cubic fest
Disposcble Amount: 73 cublc fest

Separation Notice - Original Claim {UC 207) is prepared from the
Hage Record Card {UC 216) axd sent to all of the claimant's
enployerse .

Separation Hotice ~ Additi{onal Claim {UC 207A) is prepared from the
Original Claim (UC 200) end sent to Claimant's last employers shows
claimant's nams, scolal ssourity number, reason for separation,

exployers nams and signature; used to ascertain eligindlity of
claimant for bdnefits and establishing experience rating of exployer}

BECOMMENDATION: RETAIN FOR THREE YEARS AND THEN DESTROY.
8. | EXPERIERCE RATING QUARTERLY BRNEFTT CHARGES . ‘ Aetl
PY EXPERIRRCE RATL nﬁn AL SUHLARY CAFD Z:“‘ 4

APPROVED BY( Gonomsation
Form No.t WG 67 {quarterly) BOARD O)F PUBLIC WURE

UC 68 (onnual) 8
Bizer 33" x 73" (ImM) Date ..APR 11 /};;55 {

8ecretary




FORM HR-RM 1A
(9-1.83)

* Holl of Records
Commission

RECORDS RETENTION SCI'ULE
(Continuation Sheet)

. n’sr FOR

SCHEDULE
NO.

3 &4

4,
A

5., Description of Records
Describe records accurately: Include title, form number, size of documents,
work or activity to which the records relate, inclusive dotes and quantity

6. Recommendation
of Hall of Records
and Board of Public

{cubic or linear feet). Show recommended retention period. Works.
Guantityt 228 trays (77 cublc foat)
m% Employsr Rumhayr
; t SEN
innua), Accumlation: 19 cubie feet
Disposahls Amountt l.a cuble foub
!‘ho quartcrly oard shows the proportlon of benenta charged to each
's accountj used to prepare quarterly lotice to En-
Ployera of thelr bsnefit ehnrges {ue 64) and to prepare Experience
ting Work Sheet (UC 60), The annual summaxy card glves for eash
ezployer the annual rscord of benefit charges, ths new tax rate with
sumary supporting data such as taxsbhles wages and chargeable benow
fita. The forms aré used in posting to the Bxparience Rating Worke
sheot and to compare ?edemlxncommnatumaﬂth the employers
¢ tax claims,
WATIW: RETAIN POR mmm AMD THEN DESTROY,
7. | CASHED EEREFIT CHECKS | Voo pnoncd Fhutliy
Forn No.s UC 827 C?M Gmmiozior

Siget 3p" x 73

Quantity? 500 cublc fest

Dates: July 1, 1960 » =

File t check numbey

Amual, Accumalation: 100 eude feob )
Disposahle Amsuntt £00 euble feot - -
Amﬂtt Stats and Federal :

Benafit checke originats in and a0 peturned to tho Central Officej
are necegsary in casaes of fraudulent claims, court cases, forgeries,
over-payments, etc; have boen miorofilmed to 1954 end the originals
destroyed to June 30, 1950, Reccamendation for thia iten includes
Replasemant, Checks {Form 00 828),

HECGIGENDATION: RSTAIN POR THRES YERS OR UNTIL AUDITED, WHECHEVER
) IS LATER, AND THEN DESTROY.

ZIEANSFER LEDOER
Porn Hoet pagaamromms

Quantity: 8 culds M
Datest 1937 = » el

Fils Arrangements ohronologl
Annusl Accwmilationts 3 linear Snches

Purpose of this ledger is to transfer funds from the
ascount to the trust fwund,

FECGMENDATIONS RETAIN FERMARENTLY,

ﬁ? i\%)V DR

APR 1 1 1955

...............

Sime: 11" x 1730 - ) cZZ Cominiosio

BOARD OF PUBLI{




FORM HR-RM A

“

. SCHEDULE 4 4
| (emn) o R‘ST FOR RECORDS RETENTION scrluLe No.
Hall of Records (Continuation Sheet) PAGE
Commission
NO. .18
4 5. Description of Records 6. Recommendation
‘ghiom Describe records accurately. Include title, form number, size of documents, of Hall of Records
‘o work or activity to which the records relate, inclusive dates, and quantity and Board of Public
) (cubic or linear feet). Show recommended retention period. Works.
9. | CASHIER'S FECORDS %Z:AJM p
Quantd 1.35 cublc feet "
Datess -

10,

Anmay Acmumlauom 18 ctib!.c foet .
Dispooable Amount: 90 cublc fest {estinate)
Mitc Btate and Max'al

thmummedmlydththemodeormﬁtmdm
payuents, It does not include records concernsd with intemal ade
sdnistrative fiscal natme. The ﬁnm.uxg recoxrds are included:

¢ 18 Racapitulation M’ Depogits ~ Clearing Ascount Only
UC 14 Correction FPorm — {validating maching) ) -

Requleition for bdlank checks
Eeconcilintion Caxrd

i Cash Benofit Disbursenent Warrant

Local Office Recaelpt for Benofit Checims

Warrant for Banefit Poments

241 Repoprt of Chocks to be Cancelled

¢ Z42 Request for RBetter iddross

UC 331A 8top Payment Rogquast

UC 333 Forged Signsture ACfidavid

e ) &utborlnatimto?rocaasﬂaumauk

RECOMMENDATION: RETAIN FOR- THREE YEARS (R UNTIL AUDITED, WHICHEVER
IS LATER, AND THEN DESTROT,

GONTRIBUTION ACCCUNT C é

PES
Farm Ho,t UC 17

Sizas 23" x 73" {1BY)

Quantitys 80 cubic feol

Dates! 1950 = ~

Flle Arrangementt Employer Humbey
Anruel Accurmlations 20 culde feet
Disposgble Ampuntt 20 cubic feet
Andits State and Federal

SHEEERHEY

BOakD o PUBI
Date APR 1

Mcammammtcfmeonbcmnmmhmpmowhqm;:m

tarj used for delinquent payment contrel, statistical purposes,
balance cash recelpts ledger, comphting tax rates and as a check
againnt?edarallncm‘raxkatm

RECCG:OIEND ATIOH EBTMWWBPADWMM

Aiecorts

I1C W(;}\KS
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FORM HR-RM 1A

‘ . SCHEDULE
e R’zsr FOR RECORDS RETENTION SCI.ULE NO.
Holl of Records (Continuation Sheet) PAGE
Commission NO. W4
° ' ¥

144

4.
«
o.

5. Description of Records
Describe records accurately. Include title, form number, size of documents,
work or activity to which the records relate inclusive dates, and quantity

6. Recommendation
of Hall of Records
and Board of Public

(cubic or linear feet). Show recommended retention period. Works.
, mmmscamamm,mcmmum,
ARD THEN DESTROY. .

Sizes 3&“ x ¢ {1m)

Quantity: 480 cublc feot

Datest 19ED « =

Fils frrangements Soclial Security Bumber
m Accumlationt 130 mhio foot

Bemafit Accoundt Card records bemefits pald to each worker; is the -~
8 for preparing the bensfit check, A by-produst of the Benefit
Ascount caxd &3 the Banofit Rundown Shoet fron which the experience

rating 48 posted to the Bxperience Rating Sheet {UC 60) in the
's Folder, Ihe Benefit Rundown Sheet is considered non-
rd within the weaning of the statote non-record nateyw
al (Art. 41, Sec, 158, Ammotated Code of 1951). Another by-product
also considersd non-record is the Benefit Statistic Caxrd {DES 142)
ch 19 used to compile roquired Federal repcrts. The recommonds-
ticn below gpplies only to the Bensfit Account Card,

IECOMEBNDATION: RETAIN FOR FIVE YEARS AND THEN DESTHOY.

JOURNALS - EWPIOYER ACCOUNTS

Fora Kot pageamw%

Quantitys 8 letter size drawers {12 eubic feet)
Datens 1936 « «

Anrmal Accumilationt 1 cuble foob

enployer account journals eye maintained; Credit,
netﬂ.t. Gncallectable Ascounts, Judgements and Penalties Recedvable.
Thess accounts are swmarized monthly in the Conaral ledger,

RETAYY PERMANRNTLY.

APPROY

B0ARD OF P
APR 11 "3‘35

4 folder is maintained on each wna::
whioch is overpald. Contains the

C 221 Claim Exsminar's Detervdnation
U 222 Hotice to Claiment

sy

?
b BY
1L1IC WORKS
O et
........ 1806;2;6..




FORM HR-RM 1A

SCHEDULE
(oro®) @ REJEST FOR RECORDS RETENTION scluLe No. i 144
Hall of Records (Continuation Sheet) PAGE
Commission ' NO. A
. .

»

5. Description of Records
Describe records accurately. Include title, form number, size of documents,
work or activity to which the records relate inclusive dates, and quantity
(cubic or linear feet). Show recommended retention period.

6. Recommendation
of Hall of Records
and Board of Public
Works.

15,

2q Baoonﬁuaﬁm Sheed

Fomﬁa.tgggzg Ovmaymn:!ﬁuboxycm :
) -« Qverpaynen &wmtﬂomuycard
Sigar 337 x 3 {In0)

Quantitys &5 -cuble Lot
Datest 1949 o = .
mmmswmwammwm

0 S48 2lphabetienlly
inmual Ascumsilations mb{hg % ouddo foot

These two forms are the only cnss retained in the Central Office
after the overpsyment 1s collected; all other data is retuimed %o
thehoaloﬁi&aﬁhinmmwmmhumm
mwdao.fthakmlemee.

HECORENDATION: RETALN FOR FIVE YRARS APTER FINAL PATMENT IS
RECEIVED AND THEN DESTROY.

COLLEGTRBLE AGCOUNES

Quantity? 40 lettor clue drawers {60 cubic feet)
Datogs 1948 w» =

File srrangenentt alphabetical

Aonual Accumlationt 10 éubde fest

Dispoashle Amountt £0 cublio fest {estimate)
Audite State and Federal

File consists of records conternsd with delinguent esployer sccounts
whieh have been tumed over to the lsgal Department for astiong a
foldor iz maintalned for essh ascomunt containming the followinzt

IS8 Certification of Amsessment Made Under Haxyland )

Law {Iien) APPROVED BY
W 23 Stetament of Dalinguent Ansesznents BOARD OF PUBLIC WORES
UC 411 W APR 11 195‘
ug 674 Date <

4W Tt L
7%&%%; -

(A L

te. 8820980000000

'Secrcu.:k




e e =

5

" ‘ B . SCHEDULE {4 4 4

'FORM “HR.aM 1A ’
* (9-1-83) R‘ST FOR RECORDS RETENTION SC LE
Holl of Records (Continuation Sheet) PAGE
Commission NoO. 9. -
5. Description of Records 6. Recommendation
of Hall of Records

Describe records accurately. Include title, form number, size of documents,
and Board of Public

‘m work or activity to which the records relate, inclusive dates, and quantity
Works.

(cubic or linear feet). Show recommended retention period.

The following forms listed on the Certificate of Disposal dated Dec. 19, 1955

DES 181 Injunction
Writ of Flerdi Pacias

UC 68 FMald Aviser's Roport . '
Y

HCOLEDATION: RETATY FOR THRSE TRAMS AFTER SATISPACTION OR UNTIL
AUUITED, WHICHEVER IS LATER, AMD BLN DESTROY.

' Schd- 44

’ Forms UC 45k,UC450, UC L55, UC LL, and UC 1l1-A “

MEMO Re:

are not found on the Retention Schedule :

UC U5k - It is a copy of the decision involving an employee's claim, and is
placed in the Appeals Folder. The record copv is in the office of
the Board of Appeals, where it is retained permanently (Schedule 143,

Item 5)

‘ UC L50, UC L55 - These are form letters, copies of which are apvarently filed
in the Appeals Folder, indicating actions taken,

- UC L4 and UC 1L1-A - These are IBM punch cards and are used for statistical
urposes and appear to be non-récord. They are being

P I
destroyed as a part of the Employers Folder, Schedule 1L,
‘ Item 1-B)

]

APV D B

BOARD OF PUBLJC WwWuOKKS
Date...APR.1.1 1333
. M/fé’e/_\
3@ .'.'I’l..tl..l0..'.00.0'...... ]




